
Records Retention Schedule 

Wion lOf f i ce :  
SectionlUnit: 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 
--. - . ~ --..* 

Office of Technology & Support 
Construction & Real Property Section 
Facilities Management Unit 

____. Schedule No, 84-99 AdminC) la .Date: lO- l5-97 

Record Series Title: PROJECT CONSTRUCTION FILE 

Description: Documents relating to constructing and renovating State 
owned and operated Department of Human Resources facilities. 

Included are: Administrative Documents) - grant application for federal funding, grant 
award and acceptance; (Contracts) - professional design and consultants contracts for 
architecture, land survey, landscaping, mechanical engineering, civil engineering, structural 
engineering and electrical engineering; (Construction Documents) -documents which detail 
the building construction with reference to architectural and engineering specifications; 
(Technical Inspection and Review) - State Office of Planning and Budget authorizes the 
Department of Human Resources the finances to build the facility as specified with noted 
exceptions; Department of Administrative Services surveys and reviews the facility to 
insure that adequate telecommunication facilities are provided: Department of Natural 
Resources performs an environmental impact survey, and determines water and sewage 
requirements; State Health Planning Agency reviews the facility to insure hospital code 
compliance; State Self Insurance Unit reviews the facility to insure that building 
specification are met and that is insurable as stated; State Fire Marshall reviews facility to 
insure compliance with Life Safety (Fire) Code; Department of Human Resources inspects 
the facility to insure compliance with the standards for Public Health, Food Services, and 
Standards and Licensure; (Bonds and Warranties) - performance bonds and equipment 
warranties for structural components and machinery. 

-- File A r r a n x e m a  

RetentionlDispoz&on Instructions; 

When project is completed, remove project documentation from active file and place in 
inactive file; cut off inactive file at end of each calendar year; then transfer to State 
Archives for permanent retention. 

Confidential: No - Open Record 

By facility name and/or project number 

Supersedes: 84-99 (approved I 1  -27-84) 



. 

TO: 

FROM 

RECORDS COORDINATOR RECORDS ALTERNATE DIVISION OR OFFICE 

I 

SCHEDULE NO 
SEE BELOW * 

I 

~- 

NOTIFICATION DATE 

I I ALL DHR DIVISION I OFFICE RECORDS COORDINATORS AND ALTERNATES 
~ -~ 

DHR POLICY ADMINISTRATIONIRECORDS MANAGEMENT UNIT 

SERIES TITLE 
VARIOUS - SEE SAMPLE SCHEDULES AlTACHED. 

APPROVEDDATE I ADMINISTRATIVE CHANGE DATE (IF APPLICABLE) 

- 

ADMINISTRATIVE CHANGE-SEE ATTACHED COPY (COPIES) OF CHANGED SCHEDULES. AREAS OF CHANGE 
ARE HIGHLIGHTED ON ATTACHMENT(S). 

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE AlTACHMENTS 

SCHEDULE DELETION 

SEE AmACHED COPY OF 'RECORDS MANAGEMENT SERVICES REQUEST" OLIi - OR 

SEE DELETION EXPLANATION BELOW 

DHR RECORDS MANAGEMENT OFFICER APPROVAL n . DATE' 

DATE: 
/2-2/?7 

DEPT. OF ARCHIVES AND HISTORY APPROVAL 

FORM 5080 (REV. 4-97) 



--_ 17-02 - ___ 
GEORGIA DEPARTMENT OF HUMAN RESOURCES r OFFICE OF ADMINISTRATIVE SERVICES 

4 b *-?. d 
4 T q ~ ~ i ~ C A T I O N  * i- FOR RECORDS RETENTION SCHEDULE 

- -- - Ic RECORD2NAGEMENT UNIT y- 
For instructions on completing t h i s  form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 

-- ~ 30334. Phone. (404) 656-4976 GIST: 221-4983 t 

1. GEORGIA DEPARTMENT 
Dplication Dare Administrative Serviqes Division 

Office of Support Services; 
Construction Unit Date Completed 47 Trinity Ave. SW BEP .I 7 1984 LNOV 2 7 1964, 

~- - __  
Person to dontan Wbrking Title Telephone Number 

Director 656-4450 
~ ~ ...- ~ ~ ~ __.. ~ - ~ _ _ _ _ ~ _ _ _ _ ~ _ ~  icha_rp-A- _- Bern- ~~~~~ ~ ~ -- ~ ~ ~ 

~ ~ 

Anion Requested 
a. .~z'Ensblish Retention Schedule; record will mntinue lo armmulate. 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 

c. 9 A m e n d  Application No. aL , Check One: 0 Change: 0 Supercede; Void 

Dates of Seriea 
. I 5. Remrds Series T i l e  /fallowed by title u k  in office; if different) 

- P r o j e c t  Construct - ion F i l e  
- 

~ .~ ~_- I ~ ~ ~- ..- -~ ~ 

~. - .  I _- - .  
--.- 

irlieR 

Division and Wfice Function the Division and the Office in which th is  record series is  created? 

The Administrative Services Division. provides for .the program direction and coordinatior 
of the,specialized functions which support the Department's internal operations and 
legal environment through the Offices of Administrative Appeals, Audits, Child Support 
Recovery, Financial Services, Fraud and Abuse, Personnel Administration, Regulatory 
Services, and Support Services: 
The Construction Unit is responsible for coordinating the actions of the DHR staff at 
institutions, divisions, and administrative service and support levels of the Department 
with those of design'professionals (land surveyors, architects, engineers, and consul-. 
tants) , building contractors, and other .State agencies and organizations (Governor's 
Office, Off.ice of Planning and Budget, State Properties Commission, Georgia State 
Financing and Investment Commission, Georgia Building Authority, 

, Records Series Dercription 
~ I_-_____I__ (See Contin'uation Pa&) 

Thia f i k  mntains the following documents /include form numberr n d  ritks, if mv): At& rsmpler of the file. 

~ . ~ n t s - l = i n g t o :  constructing gnd rencweii&g k d  and of 
Humn Resources facilities. 

Includedare: (Administrative Documents)- grant application for federal funding, grant award 
and acceptance; (Contracts)- professional design and consultants contracts for architec 
ture, land survey, landscaping, mechanical engineering, civil engineering, structural 
engineering and electrical engineering; (Construction Documents)- documents which detai 
the building construction with reference to architectural andengineering specification 
(Technical Inspection and Review)- Office of Planning and Budget authorizes the Depart- 
ment of Human Resources the finances to build the facility -as specified with noted 
exceptions; Department of Administrative Services surveys and reviews the facility to 

File is  amW: 

' 

(See Continuation Page) , /  -~ By facility name and/or project amber 

- -- __ -~____ - .. .. . . ~~ ~ 

I. Monthly Referee Rae  How often are records referred to which are: 

Sewn to twelve months old 0 : One t o  six months old 1- ; 

twenty-five month? and older ~& 
I. Annual Rate of Armmulation'or Records 

Letter-size d r a w n  2 : Legakize drawers : S h e l w  : Other /Specify) ~ - . . -  

Thirteen to mnty - fou r  months old a- ; 
? 

~~ 
~ . ~ .- 

~ - - ~ __ 
'. .JO"W) 

.. 
* ,  

.%. . . ' a '  ~- . , .  a ~, 

,rm 429.8 (Rev. 1 4 4 )  

. -  - *.'. - .  . f  
.. 

._ ,. 

, 

5, 



- . _ _  ____ i- -\ -_ 
I b. ml the series wntain wnfidentid informtion requiring securltv hsndling? If yes, cite h w  or repubtion. 

x 
3 

X 
x 

~ 

si--___~p ~- __-_-_ - 
c. 11 this a vital mwrd? 
d. ~ o p s  this series hwa historical or long term pmarch ulw? -_ - 

w n  o ~ e  or twa documants In th. file nukd it newnary to kwp tho entire file for lonp period. could those documno 

_.- b;.&h&uled awratelj'?. .. -~ - _ _  
1. 11 th. information wnGi&d in this aries ewr published? If yes, m c h  wpy. 

~ ~ _ ~ _ _ _ _ _  ~ 

0. 11 th. information wntained in t h i s  ario: war analyzed andlor recorded in a summarized report? 
- -~~_____  __ ~ - ~ - .  - 

t h i s  sries in your ofti-, 01 in mother offim or ~ e n c v ?  

1. Is this series /or a nubr portion of it/ regularly microfilmed? 

_ _  - 
I. Retention Requirements .. stst8 M Years. 

c. Fedenlhw y w s .  

b, wtm of limitation YEMI. 

The following requires the series to be kept: 

d. Audit pniod -.-YOMI. 

a. Admininratiw need permanenbrs. 
1. Federal mention instruetiow V M .  . .  

. . - .  . .  . . , . .  i~~ i ~ .. . 
3 ~. . 

Attach copy or excerpt of Iarrsor ngulstions. Explein~dministratiw med. 

The project construction files are needed permanently to document compliance with 
federa> and state building codes and regulations and to provide a history of the 
building construction and utilization. 

~~ . ~- -. 
2. Approved Disposition Instructions This agency rewmmends that the file series b. cut off at the end of each: 

.- then, 
. .  

Calender Year: 0 Fiscal Yasr; 0 Other . .  . .  . .  

[7 Hold in the current files area 
0 Transfer to local holding area: hold ' vearlsl: then 
0 Tmnrfer to State R m r d r  Center; hold 

0 Destroy 

mother fSPecifb'/ 

monthfsl - y m i s ~ ;  then 

- vearlsl; then 

Tmnder to State Archiws for permanent retention. 

blhen p r o j e c t  i s  completed, remove p r o j e c t  documentation f rom a c t i v e  f i l e  and p l a c e  
i n  i n a c t i v e  f i l e ;  c u t  o f f  i n a c t i v e = f i l e  :a t  end o f  ,each  calendar year;  then t r a n s f e r  
t o '  S t a t e  Arch ives f o r  permanent r e t e n t i o n .  . ' *~-  _ 

, 

A 


